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Sending out the Child Safety Training 
bai an eiateas 


There are a few ways to send out the Child Safety Training; before ordering a background check, 
while ordering a background check, or after ordering a background check 


1. Send the Training Out to New Applicants 
2. Send out the Training while ordering the background check 
3. Sending the Training out to existing applicants 


4. Through the Pipeline > Create New 
Send the Training Out to New Applicants: 


You are able to send out the Training link to your applicants before ordering a background check 


e Click on the Child Safety Training menu on the left hand side 


e Click on + Training in the top right 
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Home Child Safety Training 
Pipeline 
All Pending Complete Expired Cancelled 
Background Checks 
Department . A 
Child Safety Training Q Search by last name All v & csv || & xLs | l ™ Columns 


e You will be taken to a page to enter in the applicant's first name, last name, and email address 


e Date of Birth is an additional field, but it is not required 


e Click on the Next button at the bottom 


Child Safety Training Order 


Basic Information 


*indicates a required field 


Full Legal Name 


First Name* Last Name* 


Date of Birth 


Email Address* 


e You will be able to choose which version of the Training to send out to the applicant 
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Child Safety Training Order 


Choose Information 


Applicant Details 


Test User email@email.com 


Please select the type of training you want to order for this applicant: 
Employee @ 
Spanish @ 


Volunteer 


e Employee - An extended version of the Child Safety Training 


e The employee version has added lessons about policies and training on how to prevent child 


abuse 


e Spanish - The Spanish translated version of the Employee version of the Training 


e Volunteer - The default version of the Child Safety Training 


Note: If you have the Bundle 2 or higher subscription, sending out the Training link through the 
Training tab will create a new entry inside your Pipeline 


Send out the Training while ordering the background check: 


While ordering your background check, you will have the option of sending out the Child Safety 
Training at the same time. 
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e Choose the type of Training to send out to your applicant after choosing the background check 
package to order 


Choose Searches 


Background Check 


Billing Reference for this order* 


Vv 


What searches do you want to order for this applicant?* 
View options by state 7 


Select a predefined package 


Select searches from an a la carte list 


Would you like to run searches on all aliases (maiden name)? 
Additional charges applies to all court searches. 


Search aliases 


Training 


Please select the type of training you'd like to add to this order: 
Employee © 
Spanish © 


Volunteer 
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e Once you click on the "Submit For Background Check" button on the Summary page, the 


Training email will automatically be sent. 


Sending the Training out to existing applicants: 


If you've already ordered a background check on your applicant, or if you have the applicant in 
your Pipeline, you can still send out the training 


e Click on the small gray box to the left side of the applicant's name. 


e Click the Email Training Invite option above the applicants list 


Pipeline 
All Unassigned New Application Review Interview Reference Verification Order Background Check Order CST Probation Period Archive 
Department 
Q Search by last name All {v & CsV || & XLS || M Columns 
1selected © Order Background Check & Email Training Invite B Send Consent Form E Archive Change Stage > Change Status > Change Position > 
First Name Last Name Email Date Added ~ Department Position Stage Status Training Authorization Report 
Jane Doe jenniferfowler@m... 04/14/2022 None Standard New e Active None on File Pa 


e Choose the type of Training to send out to the applicant 


e Click on the "Submit Order" button 
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Training History 


Review their recent training history 


Order Training 


Email an invite for training 


Please note resending the training invitation will remove any 


previously saved score and the training status will reflect 


"Pending". 
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Date Requested 
Requested By 
Date Completed 
Score 


Training Type 


View Certificate 


Employee 
@ Volunteer 


Spanish 


Through the Pipeline > + Order 


Submit Order 


If you have access to the Pipeline (Bundle 2 and higher), you can click on "+ Order" from the 


Pipeline. 
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What would you like to do? 


Q ¥ 


Background Check Child Safety Training 


Send Consent Form Save to Pipeline 


e Click on "Child Safety Training" 
e You will be taken to a page to enter in the applicant's first name, last name, and email address 


e Date of Birth is an additional field, but it is not required 


e Click on the Next button on the bottom 
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e You will be able to choose which version of the Training to send out 


e Click on the Order button 


Child Safety Training Order 


Choose Information 


Applicant Details 


Test User email@email.com 


Please select the type of training you want to order for this applicant: 
Employee @ 
Spanish @ 

@ Volunteer 


Was this article helpful? sf "@ 0 out of 0 found this helpful 


Have more questions? Submit a request 


Comments 


0 comments 


Article is closed for comments. 


Articles in this section 
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Child Safety Training Frequently Asked Questions 
View Child Safety Training Results 

Tracking Child Safety Training 

Sending out the Child Safety Training 


How do | send the Child Safety Training to my Volunteers? 
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